
Attachment 1-1

BLM IDEAS-PD STANDARD OPERATING PROCEDURES

A.  Guidance for Requisitioners.  The following  guidance applies to all requ irements

which exceed $2,500.  Requirem ents below this threshold should be processed by the program

office using the Government Charge Card.  If the vendor does not accept the Government Charge

Card, the acquisition an d paymen t will be made w ith the convenience  check in accordanc e with

Instruction  Mem orandum  No. W O99-94, dated M arch 25, 19 99.  

Preparing Requisitio ns.  Requisitions (Purchase Requests - PR)  for supplies and services will be

prepared electronically  using IDEAS-PD.  You should discontinue use of BLM forms 1510-18 and

1510-5 once IDEAS has been implemented in your State.  You should coordinate with your

State/Center Procurement Analyst to obtain system training and the establishment of users for

your office .    

Accoun table Property an d Fixed A ssets (Budget O bject Class 310 0).  Requirements for

accountable property will be coordinated with the responsible Property Managemen t Office before

the PR is process ed and routed to the p rocurement office.  Pro perty Manag ement Office staff w ill

assist you in the preparation of the PR.  This includes: 1). assigning valid budget object class

codes; 2). entering the appropriate quantity in the funding screen; and 3). breaking out line item

entries.  Additional guidance on the acquisition of accountable property can be obtained under

Instruction Memorandum No. IM-BC-99-12, dated December 1, 1998.

Once the PR is prepared, you should route the PR to Property Management for approval by

selecting the IDEAS-PD app roval template “Property Management Review and Approval”.  Upon

approval, Property Management will forward the PR to the next routing stop identified on the

routing slip , or return the P R to the o riginating o ffice if there is no  multiple  routing sto p indicated .  

ATTENTION PROPERTY MANAG EMENT STAFF:

Due to a d epartmental decision resulting  from the im plemen tation of the n ew FF S 5.1.6D  and 4.0

Procureme nt Desktop (ID EAS) releases, a new  trans code was dev eloped effective 6/14/99, for all

obligations created throu gh the IDEA S/FFS in terface.  The new trans code is M$ instead  of MO

that has been previously used.

All capitalized property requires that a miscellaneous obligation be created in IDEAS-PD or

through the remote data entry process.  (Refer to Page 1-3, Section B, Guidance for Acquisition

Staff, Purchase of capitalized property using the Government Charge Card or Conv enience

Checks.)  When processing FA receipt (F1 and B1) documents for capitalized property(equal to or

greater than $10,000), the FA system user must use the new M$ trans code when referencing the

corresponding document number.  All previous existing open obligations created prior to 6/14/99

will still be processed as an MO trans code.



Attachment 1-2

Information Technology (IT) Items.  Information Resource Management (IRM) review and

approval is required for the purchase of all IT items.  Requisitioners should coordinate all PR’s for

IT with the responsible IRM office before the PR is prepared and approved by the program office 

official.   The responsible IRM office will assist yo u to prepare your P R with the app ropriate

configura tion, and en sure the PR  compl ies with the  current BL M IRM  policies. 

Once the PR is prepared, the document shou ld be routed to IRM for approval by selecting the 

IDEAS-PD  approval template “IRM R eview an d Approval”.  Upon app roval, IRM w ill forward

the PR to the next routing stop identified on the routing slip, or return the PR to the originating

office if there is no multip le routing sto p indicated .  

Contract Level F undin g.  Contract Level Funding will be used in IDEAS-PD for entering funding

code information on PR’s processed through IDEAS-PD.

Program  Office Review  & App roval.  After you complete the PR and prior to processing by

procuremen t, you should route th e PR to the  Pro gram Office official in yo ur office who is

designated to review and approve PR’s.  Use the IDEA S-PD approval template “Purchase Request

(Not Finance)” for this action.   Approva l by the Program  Office certifies the following: 

1.  Funds are available to support the request for good or services.

2.  The fun ding cod e cited is valid  and accura te. 

3.  The Budget Object Co de (BOC ) cited is valid and accurate

4.   The requirement represents a valid need for accomplishing the BLM mission

Routin g.  Upon approval, the Program Office official in the State and Field  Offices will route the

approved  PR to the individual  assigned with Remote Data Entry (RDE) responsibilities if the

funding will be posted as a commitm ent in FFS.  Use the approval template “Purchase Request

Comm itment (Finance )” for this action.  For the Nation al Centers, the approv ing official will route

the approved PR  in IDEA S-PD to Financ e (BC-6 40a Team Cab inet).  

PR’s that are not  po sted in FFS as  a comm itment should  be sent directly to the approp riate

procurement office for processing.  Your  local procurement office can provide guidance for

routing documents to specific individuals or IDEAS-PD  Team Cabinets.

Chan ges to Fu nding  Code Inform ation.  Program Offices are responsible for making all changes

to funding code information that is originally entered on PR’s and sent to RDE, Finance or the

Procurement Office.  Funding code information includes the Fiscal Year, Budget Organization,

Budget Object Class, Program, and Job/Project Number.  Program Offices will create a PR

Modification for making these changes.  PR Modifications will be approved and routed to the

appropriate offices using the guidance in this SOP.
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Canceling PR  Com mitments for item s purch ased using the  Gover nmen t Charge Card .   The

Procurement Office will return to you all PR’s that are processed using the Government Charge

Card.  Th ese PR’s must b e canceled  in FFS  if the original P R was p osted in F FS as a co mmitment. 

 This does not ap ply to PR’s that are no t posted as a com mitmen t in FFS.  To can cel a PR,  prepare

a PR Modification and mark the document as a cancellation.  Route the PR Modification to RDE 

or Finance) to cancel the commitment in FFS .  Select the IDEAS-PD approval tem plate “purchase

request commitment (finance)” and route with the PR Mo dification to RDE or the Denver Finance

Office for processing. 

 

Managem ent of IDEAS -PD Docum ents.  Route all PR’s that have been returned to the Program

Office by Procurement that have been processed and are no longer useful to the BLM  user

“Archive”.   Route all PR’s that are not valid and can not be deleted  to the BLM  user “Trash”. 

Documents that have been archived or trashed may b e retrieved by contacting the BLM help desk

at 303-236-9428.

B.  Guidance for Acquisition Staff.   All PR’s for the acquisition of supplies,

equipment and services exceeding $2,500 will be processed by acquisition staff through IDEAS-

PD.  Other PR’s prepared  for Assistance Agreem ents, Inter/Intra-Agency Agreem ents and other

actions processed by acquisition staff may also be processed in IDEAS.

Purchase of capitalized property u sing the Governm ent Charge Card  or Convenience

Checks.    All capitalized property that is purchased over $10,000 (unit cost) using the government

Charge Card will be processed in IDEAS-PD by placing an individual BPA call against the

Nations Ban k Blanket Pu rchase Agreem ent - BPA N umber N AB9900002.   Individu al BPA calls

will be create d in IDEAS-PD using  the system  assigned  BPA  call number (e.g. BP C990001).   A

reference will be placed on the monthly bank card statement identifying the M$ obligation

document num ber (individual BPA call number) to enable these transactions to be liquidated

through the Charge Card adjustment process.  During the interim, Offices that have not

implemented IDEAS-PD will place an individual BPA call against the Nations Bank BPA and

assign a document number using the standard DINS number prescribed in IM-BC-098-050.

All Oth er Purchases u sing the  Gover nmen t Charge Card . All other PR’s (excluding

requirements for capitalized property) that are processed by the procurement office using the

Government C harge Card or Convenience Ch ecks will be returned to the requesting office

accompan ied by the followin g minim um inform ation that is entered using the  IDEAS -PD No te

feature:  

1. The PR was processed using either the Charge C ard or check

2. The date the goods or services were ordered

3. The da te the good s or services w ill be delivered. 

4. The amount of the purchase

5. The buyers initials and  date
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Field Office, State and C enter acquisition staff are encourag ed to notify procurem ent customers

with timely information on the status of their purchase requests (regardless if the purchase is made

by the purchase card) using electronic methods (e.g. email, routing PR’s back to the program

office or other acceptable methods).  Distributing hard copy award documents to the requisitioning

office is no longer required n ow that use of ID EAS w ill permit Requisition ers and other users to

review aw ards on-line.  

Establishing BP A’s and BP A Calls.   Upon completion of the initial BPA Set-up in IDEAS-PD,

the contracting officer will select the approval template “Contracting Officer Approval” and will

complete the no n-finance approva l.  Upon approv al, the CO will route th e BPA se tup docum ent to

the responsible RDE or Finance office.   With the exception of the Nations Bank BPA, all BPA

and  individual BPA Call document numbers will be assigned using the guidance in IM-BC-098-

050.

Enterin g IDE AS-PD Ven dor Information for A wards.  All BLM Acquisition staff will use the

BLM document “Instructions for completing Vendor Information” when completing the vendor

table in IDEAS-PD. Th is document will be routinely updated and maintained on the B LM Intranet

acquisition web-site @ http://158.68.251.91/natacq/ideas/ideas.html

Transmitting  IDEA S-PD Vend or Information  to FFS .  Upon com pletion of the award

document and prior to obtaining approval in IDEA S-PD, the Contracting officer (CO) will review

the vendor status un der Vendor M aintenance and de termine if the vendo r has been transm itted to

Finance (status = “reviewed and transmitted”).  If the vendor has not been transmitted to FFS, the

CO will send an IDEA S-PD alert message to the Denver Finance office (Attention: Amy  Seitz,

Russ Brehm) requesting the Ven dor be transmitted to FFS.   Once the vendor information has been

transmitted,  the Contracting Officer will refresh the vendor identified on the award document and

route to the responsible RDE or Finance Office for posting the obligation.

Contractin g Officer (CO ) Approv al.  Prior to RDE  or Finance appro val to post the award

document as an obligation in the Federal Finance System (FFS),  the CO  will approve the

documen t using the approva l template “Con tracting Officer Appro val”.  This approval sh eet will

be used for authenticating the contracting officers signa ture on the award d ocument.  A ll award

documents entered into IDEAS must contain a Contracting Officers approval.  Finance staff from

the BC-620 Field Training &  Payments Section will contact the responsible office and require a

hard copy of the aw ard docum ent prior to making  payment for tho se awards that do n ot contain

CO app roval.  Any m odifications requiring the co ntractor’s signature mu st be sent in hardcopy  to

finance in Denv er.

To Obligate Fu nds. For all award documents to be obligated by RDE or finance, the Contracting

Officer will select the approval template “Award Obligation (Fina nce)” and route to the

responsible RD E or Finance office for ap proval.
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Process ing Aw ards T hat do  not Ob ligate fun ds.  The Con tracting Officer will approv e all

awards that do not obligate funds (e.g., Indefinite delivery/indefinite quantity (IDIQ) awards,

requirements type awards, space leases or no-cost modifications).   The IDEAS-PD ap proval

template “Contracting Officer Approval” will be used for this type of action.    Upon approval, the

Contracting O fficer will perform the IDE AS “Re lease/Issue” function.  These type of award

documents will not be processed by Finance or RDE.  For all award documents to be obligated by

RDE or finance, the Contracting Officer will select the approval template “Award Obligation

(Finance)” and route to  the respon sible RD E or Finance office for approval.  

Chan ges to Fu nding  Code o r Other Purch ase Req uest Info rmation.  Procureme nt staff will

return all PR’s to the Pro gram Office w hen changes to fu nding codes o r other information is

required.  Funding  code information  includes the contract level fun ding screen fields - Fiscal Y ear,

Budget Organization, Budget O bject Class, Program or Project /Job Number fields.  Program

offices will b e respons ible for mo difying the PR and making the app ropriate changes. 

Use of E lectronic C omm erce.  All written solicitations that are below the simplified acquisition threshold or commercial item

solicitations that are under the commercial item test pilot  program  and less than $5,000,000  will be created in IDEAS-PD and posted on the
DOI electronic web-board at  http://ideasec.usgs.gov.   Formal contract solicitations will also be sent to the EC

web-board w hen IDEA S-PD  func tionality becom es available and im plemented in th e BLM .  Hard

copies of the written solicitation may continue to be distributed to local vendors that are contained

on your bidders mailing lists.  Instructions for usin g EC in ID EAS-P D will be furnished  to

Acquis ition Staff at each site durin g implementatio n.  

Provide the BLM EC Outreach Notice to all vendors on your bidders mailing list, to those trading

partners w ho receive  awards, an d to those s eeking to  do busin ess with th e BLM .  

Distribu tion of Award  Docum ents.  Effective October 1, 1999,  hard copies of all procurement

award docum ents created in IDEA S-PD w ill no longer be sent to the F inance Office in De nver.

These docum ents will be available to F inance staff and other offices electron ically.  Space Lease

Awards are excluded  from this procedure - refer to Space Lease Acquisition section for further

guidance..   

Requ ired Do cumentation  For Aw ards.   All award documents entered into IDEAS must include

a Folder with the following minimum information:

1.  The award document, completed in its entirety (e.g. OF-347, SF-26, SF-30, BPA Setup or

Individual BP A Call)
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2.  Terms & Conditions.  The contract clauses applicable to each order or contract must be

identified and included either in the clauses tab of the award document, or included as an

attachment.   Delivery/Task Orders issued against an existing contract (includes orders placed

against GSA contracts) are excluded from this requirement.  However, each Delivery/Task O rder

must include a reference to the appropriate contract number which the order is being placed

against.

3.  Other Attachments.  Other attachments include, but are not limited to, statements of work, bid-

price sched ules (espec ially for cons truction aw ards) and p rocurem ent justifications.  

Contract Level Funding.  Contract Leve l Funding w ill be used in IDEA S-PD for entering  all

funding  code inform ation. 

Acquisition staff will ensure the “partial” and “final” flag is marked appropriately in the contract

level funding screen fo r all awards that are mad e from PR ’s that were posted as a co mmitm ent in

FFS.  T his proced ure does not apply to  PR’s tha t are not pos ted as a com mitment in FF S. 

Grants, Cooperative Agreements and Interagency Agreements.  The States, Centers and WO
are encouraged to process Grants, Cooperative Agreements and Interagency Agreements through
IDEAS.  There are many benefits to be realized by doing so.  Purchase Requests can be submitted
by customers electronically, commitments and obligations can be posted electronically, and the
use of IDEAS will enable the BLM to assist the Department in reaching its goal to be paperless.

All States, Centers and WO must observe the following guidance when processing assistance and
grant awards in IDEAS:

1.  Form SF-26 or OF-347 must be used to process and post obligations through the FFS interface. 
Award documents must use the appropriate document identifier code (“A”, “W” or “F”) when
assigning the document number.  These documents must not be reported in the Federal
Procurement Data System (FPDS), therefore these documents must be marked “FPDS Not
Required” when creating the award.  All Federal Assistance Award Data (FAADS) reports must
continue to be prepared using the Pre-Printed Forms System (PPFS) until such time as this system
is replaced by a Bureau or Department approved program.  Interagency agreements are not
required to be reported.

2.  Electronic Forms 1511-1 (Assistance Agreement), 1511-2 (Amendment of Request For
Application/Modification of Assistance Agreement) and 1681-3 (Reimbursable Work
Authorization (RWA)),  Inter/Intra-Agency Agreement) are available in IDEAS under
Procurement/Attachments for use in addition to the requirement for creating forms SF-26 or OF-
347.   These forms must not be used for creating obligations that are transmitted through the FFS
interface via the Finance Approval Sheet.
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Space Lease Acquisitions.  All space lease acquisitions will be processed in IDEAS using the
following procedures:

1.  All obligation documents will be routed to the team cabinet “BC620B - Space Lease
Payments”.  Hard copies of all signed lease agreement forms (US Government for Real Property)
will continue to be sent to Finance, Attention BC-620. 

2.  Alert messages will be sent to Finance using the guidance provided in section Transmitting

IDEAS-PD Vendor Information to FFS above.

3.  National Business Center.  A Task/Delivery Order will be prepared annually for establishing

obligations in the Federal Finance System (FFS) if an existing contract has been awarded that

includes mo re than a one year period  of coverage.  Issuance of m odifications using the S F-30 will

not be used for this purpose.  The document identifier code “D” will be used for assigning your

task/delivery order number in accordance with Instruction Memorandum IM-BC-098-050.  The

last four characters of the task/order number must reference the original lease by using “L”

followed by the last three characters of the original lease.

The SF-26 may be used for new space lease awards that either include or do not include

obligations.  New space lease awards must be prepared assigning a document number using the

document identifier code “L”.  Refer to Instruction Memorandum IM-BC-098-050 for guidance on

assigning document numbers.  Task/Delivery Orders will be used to for extending or renewing

leases beyond the original award period.

4.  States and Field Offices.  The government purchase card and convenience checks m ay be used

for small dollar leases that are less than $2,500.  These type of actions are not required to be

processed in IDE AS.  Use of the  purchase card or check  for space leases under $2 ,500 is

authorized for use under the following four conditions:

a. The amount is less than $2,500;

b. There is a good business reason - for example the amount of the annual lease is only $500;

c. A convenience check may only be used when the vendor does not accept the purchase card; and

d. If the purchase card or convenience check is used, the cardholder must ensure that an obligation

and paym ent schedule has no t already been established  in Finance.  Dup licate payment to v endors

must be avoided.

Existing Leases.  A delivery order will be prepared using form OF-347.  The docum ent number

assigned to the delivery order will use the document identifier code “D” in accordance with the

guidance provided under Instruction Memorandum IM-BC-098-050.  The last four characters of

the delivery order number will use the document type code “L” followed b y the last three

characters of the original lease num ber.



Attachment 1-8

New Leases.  A purchase order will be prepared using form OF-347.  The document number
assigned to the document will use the document identifier code “L” in accordance with the
guidance provided under IM-BC-098-050.  A delivery order will be prepared and the document
identifier code “D” will be used for assigning document numbers for exercising option periods
under the original lease.  The last four characters of the delivery order number will use the

document type code “L” followed  by the last three characters of the original lease number.

Land  Acqu isitions.  These type of acquisition will not be processed in IDEAS.  Refer to BLM
Manual H-2101-1, Chapter 5, Acquisition Processing,  for further guidance.

Novation and  Change-of-Nam e Agreements.   Contracting Officers must use one of the two

options listed below for processing novation and change-of-name agreements in IDEAS:

1.  Modify Existing Contract or Order.  Under this option, a novation or change in name

agreement may be processed by modifying a contract or order using form SF-30.  The successor

contractor and address (including payment information) must be entered in block 14 (description

of amendment/m odification).  The original contractor name and address must be entered in block

8. 

The successor co ntractor name, add ress and paym ent information w ill be required on all

subsequent m odifications or orders that are issued  during the life of the contract.  To facilitate this

requirement, it is recommended the information be entered in the footer text on the line item

summ ary screen.  Followin g this procedure w ill enable you to avoid  having to re-enter this

information on each subsequent procurement action.

If the contract or order was repo rted to the Federal Procu rement Data S ystem (FP DS) using fo rm

SF-279, then  all subsequent reports w ill continue to be reported u sing the original contracto rs

name and D un & B radstreet Num ber.

2.  Cancel Existing  Contract - Issue New  Contract.  This optio n requires issuing a m odification to

cancel the existing contract, and create a new contract for the successor contractor.  When creating

the modification, you must mark the action as a cancellation.  Prior to cancellation, you must

contact the Finance Office to determine if any payments have been disbursed and the amount for

each.  This information will be needed to reflect the current status when creating your new

contract.  

To save you  time, it is recomm ended the new  contract be created using the “copy from”  feature in

IDEAS (File/Copy From).  The new contract must be issued reflecting the successor contractor

information, along with the current status from the previous contract.  This information will come

from your m ost recent modification  that was issued again st the original contract.
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A FPDS report must be created to reflect the successor contractor.  Use the same type of FPDS

report (e.g. SF -281 or SF-279)  th at was used for reportin g the origin al contract.  

Managem ent of IDEAS -PD Docum ents. Route all acquisition documents that have been

processed in IDE AS-PD  that are completed an d are no longer usefu l to the BLM  user “Archive”. 

Route all PR’s that are not valid and can not be deleted  to the BLM  user “Trash”.  Documents that

have been archived or trashed may be retrieved by contacting the BLM help desk at 303-236-9428.

C.  Guidance for Remote Data Entry and Finance.

Posting Commitments and Obligations.  Remote Data Entry (RDE) and Finance staff will be

responsib le for posting  comm itment an d obligatio n docum ents created  in IDEA S-PD.  

Contract Level Funding.  Contract level funding  will be used for all com mitmen ts and award

obligation s, including  those for cap italized prop erty. 

RDE /Finan ce App roval.  RDE an d Finance w ill approve all IDEA S-PD do cuments that are

routed through IDEAS-PD with an associated finance action (e.g., posting commitments or

obligations).  RDE/Finance approval will be performed on the following ID EAS-PD  approval

sheets:

1.  Posting Comm itments - Purchase Request Com mitments (Finance)

2.  Posting Obligations - Award Obligations (Finance)

3.  Posting BPA Set-Up Documents - Use the IDEAS-PD Release/Issue Function

Upon app roval, IDEAS -PD will prom pt RDE  or Finance to log-in to F FS.  Wh en prompted to

enter the SEC1 code, enter your two alpha state code (i.e., AZ, NV, etc.).  Commitment and

obligation data will then pass from the IDEAS-PD source document to FFS.  Obligations will be

created in F FS as an  M$ transaction.  BPA set-u p data will p ass to the FFS BASM  table. 

IDEAS-PD Issue and Release Function.  Finance and RDE staff will be responsible for

performing the IDEAS-PD release/issue function for BPA Set-up documents.  Upon execution, the

Finance interface will be invoked and will pass the BPA Set-up information to the FFS BASM

Table for tracking individual BPA calls.  Upon completion, Finance or RDE will route the BPA

Set-up back to proc uremen t using the p re-defined ro uting slip cre ated by the  Procurem ent Office. 

Correc ting FF S Cost Structu res and  Edit Errors.  For all commitments and obligations, RDE

and Finance sh ould continue w ith their established procedu res for correcting FFS  cost structure

and edit errors received using the IDEAS-PD/FFS  interface.
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RDE /Finan ce Rou ting.  Upon the successful transfer of commitment and obligation data,  RDE

and Finance staff will route the fully approved document to the designated Procurement Office for

processing if a pre-defined routing sheet has been established.  Otherwise, the document will be

returned to  the originating office.  

Transmitting  IDEA S-PD Vend or Information  to FFS .  NBC  Finance staff will be respo nsible

for transmitting all IDEAS-PD vendor aw ard data to FFS for those vendors whose status has been

marked “reviewed” by the contracting officer (including BPA Setup).  This action will be

accomplished upon notification from the Contracting officer or RDE of an impending

award/obligation.  Notification will be accomplished using the IDEAS-PD alert feature. Once the

Vendor information has been transmitted, all FFS related changes must be coordinated betw een

BC680B and NBC Finance staff completing the Finance Vendor Maintenance Form.


